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Some forms in SLCCBuy are changing their look. These changes were necessary to create a more

cohesive experience throughout SLCCBuy and to meet ADA requirements. Below is an outline of the
changes.

New Form
« Generic Request - Create New Vendor Request Form Q,} D Save Progress m

@ instructions /' Attachments A Questions (2) Review And Submit

Summary
Instructions

Shop » Shopping » View Forms

Create New YWhdor Request Form  ~

3/11/2026
1266527
Generic Request

« Back to Shopping Home

Create New Vendor Reque...  [pstructions P

Form Number 21424650

Purpose Generic Request Create New Vendor Requ .
Status Incomplete Use this process toggest a new vendor that is not currently in the system.

Preferre: lod - Adobe Sign Vendor Registration
Instructions

offer anew Vendor Request Form hosted in Adobe Sign, which allows vendors to securely enter their own information.
Attachments

C‘ Show skipped steps
o o

New Vendor Request
Future

« Departments are encouraged to send the Adobe Sign vendor registration link directly to the vendor.
SLCC Vendor Registration Form
« When this option is used, you do not need to submit this form.
+ Once the vendor completes the Adobe Sign form, Purchasing will review and set up the vendor in the system

Questions A

Review and Submit " i
Alternative Options

If you prefer not to send the Adobe Sign link to the vendor, you may choose one of the following options:
Discussion

+ Use the non-Adobe Sign form currently posted on our website
Form Approvals Have the vendor complete the form and then attach the completed form in the Attachments section, complete and submit this form.
+ Have Purchasing send the Adobe Sign link to the vendor
Complete and submit the form, and Purchasing will send the Adobe Sign vendor registration link on your behalf

Finish
Students and Employees Future

If you need a student or employee added as a vendor, complete and submit the form.

Old Form

Example of the updated layout

A) The Navigation menu is moving from the left to the top.

B) The Summary and Workflow panel will now appear on the right, matching the Requisition
form.

C) The Next and Submit buttons are moving from the bottom to the top.

D) The Discussions/Comments section can now be reached by clicking the speech bubble
icon at the top. The discussion panel will open on the right.

Affected Forms Unaffected Forms
e PO Invoice e Payment Request
e New Vendor Request Form e Mileage Reimbursement Form
e Procurement Contract Request e Purchasing Violation Form
e Communication Plan Allowance Form
e Non-Procurement Contract Request

You may notice other minor visual changes to various parts of SLCCBuy, including the reduction of
button size and white space.

Need Help?

If you find anything not working as expected or you have any questions about these changes, please
contact Purchasing & Accounts Payable.




